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Job Aid: Manage Curricula Requirements

Purpose

The purpose of the Manage Curricula Requirements job aid is to guide you through the step-by-step
process of creating new curriculum requirements and adding the requirements to curricula.

In this Job Aid, you will learn how to:
e Add New Curriculum Requirements: # Hours of Specified Hour Type
Add New Curriculum Requirements: # Hours of Specified Hour Type from Pool of Iltems
Add New Curriculum Requirements: # Hours from Pool of Iltems
Add Requirements to Curricula
Group Curriculum Requirements
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Q Task A. Add New Curriculum Requirements: # Hours of Specified Hour Type

Note: Verify that the Admin tab is selected. -

1. Navigate to Learning > - i -

Requirements. e
2. Click Add New.

a
5o | s [ |

3. Select the Requirement Type from

the drop_down menu Add New Requirement: Summary .
4. Enter the new requirement ID and =i

Description. + Requirement Type:  [FTRBS T emecReTTO TS 7
5. Select a Domain ID for this new “10:

requirement. Description:  [Test5i82011
6. The Creation Date defaults to Domain 10: Qffvay |

today’s date. Creation Date: (7 [grszeri].
7. Verify the Active checkbox is Active:

checked. Comments: |
8. Click Next.
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Because the requirement type ‘# Hours of specified Hour Type’ was selected above, you must

enter the hour type and required hours.

9. Select the Hour Type from the drop-
down menu.

10.Enter Required Hours.

11.Click Add. A new requirement has
been added.

<l

from Pool of Items

Note: Verify that the Admin tab is
selected.
1. Navigate to Learning >
Requirements.
2. Click Add New.

3. Select the Requirement Type of #
Hours of specified Hour Type
from Pool of Items from the drop-

down menu.

4. Enter the new requirement ID and
Description.

5. Select a Domain ID for this new
requirement.

The Creation Date defaults to today’s

date.

6. Verify the Active checkbox is
checked.

7. Click Next.
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Requirements Search | AddNew @

» Add New= Summary

= Required Fields

Select Hour Type and enter Reguired Hours

+ Hour Type: ||_Tcta\ Heurs a |
Required Hours: |

Task B. Add New Curriculum Requirements: # Hours of Specified Hour Type

Requirements 2 @
Items
Scheduled Offerings search Saved searches &
Classes

Enter a value for each field that you want to use to fiter your search. Some fiekds allow you to select from a list of values. You can also add

or remove search crteria to further refine your search
Group Instances

logs Case sensitive search: O ves ® Mo
1 Requirement Type: Starts With v =]
cula
= 1D: Starts With v
Requirements
. Status: @ active O Notactive O Bath
Questionnaire :\un'e\,'s
Accreditation AddiRemove Criteria ©
I E—
Instructors
Add New Requirement: Summary .
= Required Fields
o ot |
3 . : ‘
. * Requirement Type: ||_# Hours of specified Hour Type from Pool of ltems 3

+|D: TEST 519/2011
4
Q]

+ Creation Date: (™) [s1ar2011

a Active:

Description:

5B Domain ID:
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Because the requirement type ‘# Hours of Specified Hour Type from Pool of Iltems’ was selected
above, you must enter the hour type, required hours, and selected pool of items.

8. Select the Hour Type from the drop-
down menu. provious | Add | Reset.
9. Enter Required hours. s i
+ Hour Type: |[mm Hours *"l
Add Items to the Pool AR © B
10. Enter the exact Item Type and Item Create Item Pool ..
ID. e ——————
11.Click Add or click the add one or 0 =
more from list link to search for and Item Pool for the Requirement
select the items. [ Apoy Cranges | Reset)
12. Once you have a pool of items, click . T
Add. A new rGQUirement has been DOD 1304950 (Rev 1 - 4/27/2010 04:24 M Americartew York)  DFAS Instructor-Led 0

added.

: :
Q Task C. Add New Curriculum Requirements: # Hours from Pool of Items

Note: Verify that the Admin tab is selected. = . E
1. Navigate to Learning > = : * L °
Requirements. clssses e Aeamiiia .
2. Click Add New.
AddRemave Criteria ©
[seve [ s [ sl
3. Select the Requirements Type and
select “# Items from Pool of ltems” AeSe Reairamant S
from the drop-down menu. oset
4. Enter the new requirement ID and o Ilj::y::;f:'oﬂm —
Description. Description: [t
5. Select a Domain ID for this new * Domain 10z O[]
requirement. [ pe
The Creation Date defaults to today’s petve:
date. o |
6. Verify the Active checkbox is
checked.

7. Click Next.
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Because the requirement type ‘# Items from Pool of Items’ was selected above, you must enter
the number of items and selected pool of items.

8. 1010Complete the Enter the - Required Filds
required number of items field. B e | ] ]|
* Enter the required number of Items:
Add Items to the Pool
9. Enter the exact Item Type and cresteliemPol
Iltem ID. ttemType ttem 0 =
10.Click Add or click the add one or =
more from list link to search for Item Pool for the Requirement
and select the items. e i
11.0nce you have a pool of items,
C“Ck Add to add the new Item Title Classification Remove
requlrement A neW requ”_ement DOD 1304950 (Rev 1 - 4/27/2010 04:24 PM America/New York) DFAS Instructor-Led D

has been added.
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